Submitting Record Access
Applications using the EEA ePLACE
Portal

By MDAR Pesticide Program
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Are Your Product Registration (PR)
Records in the Desired EEA ePLACE
Portal Account?

* Do you need access to Product Registration
(PR) Records that are in another EEA ePLACE
Portal Account?

* The following guide will:

— Describe the different types of records and their
role in completing registrations and renewals; and

— Show you how to file an Application to Request
Record Access--moving records from one EEA
ePLACE Portal Account to your account.



What You Need

* Request Letter on official business letterhead
that indicates your authorization to request
access to the specific product registration
records.

 EEA ePLACE Portal Account where you need
specific records to be moved.

* Record Identification Numbers for the records
you need and want moved to your account.



A Quick Overview

* Before we begin, it’s important to have a brief
understanding of the following:

— The different types of records in your EEA ePLACE
Portal Account; such as, applications for new
registrations or for renewals vs. records for
approved registrations; and

— The purpose of these records; such as, the role
that PR Records play in launching the renewal of
your pesticide products.



What are the Different Record Types in
Your EEA ePLACE Portal?

* Product Registration (PR) Records*

— Represent approved Product Registrations and begin
with “PR” e.g. PR-0007924 (*required for renewals)

* Renew Application Records

— Represent applications submitted to renew product
registrations and end with “REN” e.g. 20-PR-0015-REN

* New Application Records

— Represent applications submitted for new products
and end with “APP” e.g. 20-PR-0148-APP




PR Records Vs. New and Renew
Application Records

* Product Registration (PR) Records™ are the
approved registrations. These records remain in
your EEA ePLACE Portal Account after your new
product registration application or your renewal
application is processed. *These are essential for
anyone seeking to renew their registrations.

* New and Renew Application Records are the
“temporary” records that are created when you
file applications and are removed from your
ePLACE Portal Account after they are approved.




Where are Your Records Stored in the
EEA ePLACE Portal?

The records associated with each EEA ePLACE Portal
Account are found by clicking on the My Records tab.

Dashboard My Records My Account

{
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Your Records are Displayed After
Clicking on “My Records”

- MDAR

Showing 1-7 of 7 | Downloac

Record Expiration
[] Date Misaber Record Type Category Date

Status Action

MDAR -
Massachusetis

[] o3ramozof 2LPRO0IS Pesticide Product fest Payment Pending
REN : 2

Registration

Renewal

MDAR -
Massachusetis
[] o320m2020 ZRDE':R'OO”' Pesticide Product fest Approved
Registration
Renewal

MDAR -
Massachusetis
|:| 03/18/2020 éUEE NS Pesticide Product test Approved
Registration
Renewal

MDAR. -
Massachusetts
[] osnazozo 20ER000% Pesticide Product test Approved
Registration
Renewal

MDAR -

Massachusetis

D 03/18/2020 PR-0007924 Pesficide Product fest-1-5 06/30/2020 About to Expire
Registration

Authorization

MDAR -

Massachusetis

|:| 03M16/2020 ) PR-O00T920 Pesticide Product fest-1-2 0&30/2020 About o Expire Renew Authorizatio
Registration

Authorization

MDAR -

Massachusetis

|:| 03/16/2020 ) PR-0007921 Pesticide Product test-1-3 06/30/2020 Active
Registration

Authorization
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Are You Prepared for MDAR Renewal
Season? Focus on PR Record Numbers!

* Each unique EPA Registration Number, is assigned
a Product Registration (PR) Record Number or PR-
Number—beginning with the letters “PR”.

* “Alternate Brand Name” (ABN) registrations will
share the same PR Number as the original
registration.

* |If you or your team have all the PR-Records for
your Massachusetts Registrations, then you are
prepared for renewals!



Are You or Your Team Missing PR-
Records—required for renewals?

* You will need to submit an Application
Requesting Record Access if:

— New product registrations or product renewals
were completed by another company or agent,
but you are the company or agent now
responsible for such registration and renewals.

— Product registrations or their renewals were
completed by another person within your
organization who has left and you will now be
responsible for those registration and renewals.



Search for PR Numbers by Company or
EPA Registration Number

I https://eplace.eea.mass.gov/CitizenAccess/ |

Mass. /o State Offices & Courts | State A-Z Topics | State Forms | Accessibility FAQs
/i
X, An Official we! bsite of the Commonwealth of Massachusetts
./ ./ EEA ePLACE Portal @
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Other Sources for Seeking PR Record
Numbers

e Approved Product Registration (PR) Numbers
are available via the following sources:
— By contacting the company or agent that was

issued the PR Numbers and previously responsible
for such registration and renewals.

— By contacting the Department of Agricultural
Resources Pesticide Program.



Submit a Record Access Request
Application

Start by Logging Into Your EEA ePLACE Portal

https://eplace.eea.mass.gov/citizenaccess/

Welcome to the Commonwealth of Massachusetts ePLACE Login

Portal User Name or E-mail:
The Commonwealth of Massachusetts is pleased to offer online access to many

licensing, permitting and certificate services. With ePLACE, the Commonwealth hopes
to deliver more efficient, convenient, and interactive e-government services. Password:

Options for Licensees and Applicants:

- Apply for, Renew, or Amend a License, Permit, Certificate or Notification

- Make Payments Online

[C] Remember me on this computer

ePLACE Portal Account Registration: New Users: Register

In order to utilize most of the services available through the ePLACE, you must first

register for an account. Registration is required to do any of the following:
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File an Online Application

Dashboard My Records My Account

Welcome Steven Antunes-Kenyon
You are now logged in to the Commonwealth's EEA ePlace Porial.

What would you like to do?
- New License, Permit, Certificate, Notification or Registration Click Here

- Renew License, Permii, Cerificate or Registration (select "My Records™ above)
- Amend License, Permit, Cerificate or Registration (sefect "My Records” above)

3/25/2020

File an Online

Application
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Accept Terms and Conditions

Home

File an Online Application

EEA ePLACE Portal Disclaimer

Welcome to the Commonwealth of Massachusetts EEA ePLACE (ePermitting) portal. In
order to continue, you must review and accept the terms outlined as set forth below. Click
the "Conhnue button in order to proceed wnh the online submrssron process.

register for the Commonwealth of Massachusetls EEA ePLACE (ePermlttrng) portal. All A
registered users in this Portal are required to agree to the following:

1. Use of the Commonwealth of Massachusetts EEA ePLACE (ePermitting) portal is

subject to federal and state laws, which may be amended from time to time, including

laws governing unauthorized access to computer systems. Online inquiries and

transactions create electronic records that in some instances might be disclosed to Vv
third parties pursuant to the public records law or other laws.

I have read and accepted the above terms.
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Apply for a MDAR Authorization

Commonwealth of Massachusetts EEA ePLACE (ePermitting)
Online Services

New Applicants:
The Commomwealth of Massachuselis EEA ePLACE {ePermitting) porial provides the ability to file applications for licenses, permils, cerificates, nolifications
and registrations. From the lizfing below, please select the service you would kike to use and chick the confinue bution

Existing Applicanis:

Click Home and use the "My Records" tab to renew or amend a license, permit, cerification or registration. If they are not listed under the "My Records" tab,
please select the "Link your account” oplion found in section below. You will be prompied for a "record identification code” and "authorization code.” from the
Account Link nofification you received. If you have not received a nolification lefier, please contact the ePLACE Heip Desk Team at (544) 733-7522 or (844)
T3-ePLACE between the hours of 7:30 AM - 5200 PM Monday-Friday.

i

¥ Energy and Environmental Affairs (DEP, MDAR, DCR)

() Apply for a DEP Authorization
@® Apply for a MDAR Authorization @
) Apply for a DCR Authorization

» Link Your Account

B <
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Select Request Record Access
Application

Home

MDAR Applications

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.
i

¥ Pesticide Program Options
() MDAR - Massachusetts Pesticide License Application

() MDAR - Massachusetis Pesticide Product Registratipn Application
@) MDAR - Request Record Access Application

s <

3/25/2020
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Begin Your Record Request

MDAR - Request Record Access Application

Request s :
1 information 2 Documents 3 Review 4 Record Submitted

Step 1:Request Information>Page 1 of 1

*indicates a required field.

Request Details

Choose the Agency and Program from the below drop down menus, where the records are from.

What agency are the records from?:

MDAR - Massachusetts Department of Agricultural Resources - @ Static / FiKE‘d FiEId

What program are the records from?: *

Pesticide Program . @ Prﬂgram NE‘E‘dEd
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Add Rows for Each Record Number
Requested

Record List

REQUEST RECORD LIST

Click the down arrow on the “Add a Row™ button and select the number of rows needed for each of the Records you seek to
transfer to your account. Each Record will need its own row. After you have submitted all of the desired Record ldentification
Numbers, please click the Continue Application button. You may also use the Edit Selected and Delete Selected Buttons to
make changes to your application.

Showing 0-0 of 0
Record ID Comments

Mo records found.

AddaRow | ~ W Edit Selected
You will need to Add a Row for Every Record Number that you request.
Click the "Add a Row" button for one record number or click the down arrow for
adding 2 or more rows.

3/25/2020
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Enter the Requested Record Numbers

3/25/2020

and Related Comments

REQUEST RECORD LIST

Click the down arrow on the “Add a Row” button and select the number of rows needed for each of the
Records you seek to transfer to your account. Each Record will need its own row. After you have submitted all
of the desired Record Identification Numbers, please click the Continue Application button. You may also use
the Edit Selected and Delete Selected Buttons to make changes to your application.

*Record ID: Comments:

PR-0007924 <:

Enter the EEA ePLACE Portal Record
Number Requested

*Record ID: Comments:

PR-0007920 <:

Enter the EEA ePLACE Portal Record
Number Requested

*Record ID: Comments:

PR-0007921 @

Enter the EEA ePLACE Portal
Record Number Requested

m ( ‘l“[j(“
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Enter the Requested Record Numbers,

Related Comments, and Submit

REQUEST RECORD LIST

Click the down arrow on the “Add a Row” button and select the number of rows needed for each of the
Records you seek to transfer to your account. Each Record will need its own row. After you have submitted all
of the desired Record Identification Numbers, please click the Continue Application button. You may also use
the Edit Selected and Delete Selected Buttons to make changes to your application.

*Record ID: Comments:
Company: Test

St EPA Registration Number: 1- 5
Add Notes; such as, EPA Company Name
and EPA Registration Number
*Record ID: Comments:
0 Company: Test
KR 0002920 EPA Registration Number: 1- 2
Add Notes; such as, EPA Company
Name and EPA Registration Number
*Record ID: Comments:
PR-0007921 Company: Test

EPA Registration Number: 1- 3

Add Notes; such as, EPA Company Name
and EPA Registration Number

3/25/2020
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Continue Your Application

Record List

REQUEST RECORD LIST

Click the down arrow on the “Add a Row” button and select the number of rows needed for each of the Records you seek to
transfer to your account. Each Record will need its own row. After you have submitted all of the desired Record Identification
Numbers, please click the Continue Application button. You may also use the Edit Selected and Delete Selected Buttons to

make changes to your application.

Showing 1-3 of 3

L]

Record ID

PR-0007924

PR-0007920

PR-0007921

Comments
Company: Test EPA Registration Number: 1-5
Company: Test EPA Registration Number: 1- 2

Company: Test EPA Registration Number: 1- 3

A Edit Selected Delete Selected

Continue Application » @

3/25/2020
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Upload Required Request Letter

Home

[ MDAR Applications ]

MDAR - Request Record Access Application

Request

Information 2 Documents 3 Review 4 Record Submitted

1

Step 2:Documents>Page 1 of 1

Please upload a Supporting Attachment (document) that indicates your permission to transfer the records from the existing
account to your account. Agents working on behalf of other companies or registrants, should upload the letter from the
contracting company or registrant giving them permission to conduct registrations on their behalf.

After you have uploaded the document, please click on the “Document Type" drop down menu and select " Supporting
Attachment” from the available types. Enter a brief description of the document. Click on the “Save” button to save your work
and then click on the “Continue Application” button.

The Department is making the Request Letter a Requirement! Such letter must be
on official business letterhead and indicate your authorization to request access
to the specific product registration records.

Documents

Please upload the following Required Document{s) which are mandatory to submit this Application:
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Click Add to Begin Uploading the

3/25/2020

Request Letter

Attachment

Whaen uploading e documaentis) the makimum e size slowed is 50 MB

The File Narmea' {including file satension) MUST NOT excerd 75 characters in lmmgih

The docurmant r]-".-:'r||;:-1||.lr| MUST HOT exceed 50 characters im II‘rinlh

Documants that exceoed army of these lmits will be removed by the systom, and canrot be retreved, which may delay the review procoss
axa; dil; = mal hat: whe bin sl are dizslowed file types to upload

M Typa Sire Latest Lipdats Actlon

Mo records Tound

=3 Begin Adding the Request Letter
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Click Add to Navigate to Where the
Letter(s) Are Located

File Upload X

When uploading file document(s) the maximum file size sllowed is 50 MB

The 'File Name' (including file extension) MUST NOT exceed 75 characters in length

The document 'Description’ MUST NOT exceed 50 characters in length

Documents that exceed any of these limits will be removed by the system, and cannot be retrieved,
which may delay the review process

.exe;.dll;.js;.msi;.bat;.vbs;.bin;.sql are disallowed file types to upload

Cancel
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Select the File(s) from

& Choose File to Upload

P <« Documents » Eipas-PR » Eipas PR Guides Aca » Guide to Request Record Access ~

Organize v MNew folder

# Quick access

@ OneDrive

= ENV-LT-D212DWGH
CD Drive (F:) U3 System

~ [ HPPortRep (D)
HP Port Replicator User Guide

~ [l USB Drive (H])
Documents
System

Systern Vielume Information

o Network

(<]

Name
B3] SLEpEA_FIEUTIHNEADPILEIUNIINUIVISTKUR.FIN

~SMyRecordList.xlsx
: RepertOfPrRecordMumbers.png
i ProposedLlistOfPrRecordMumbers.png
I=| SeakTestingRecordTur_20Februanylb.docx
i EEA_ePLACE_Portal_Record_|D_MumbersVZ.png
¥ EEA_ePLACE Portal_Record_|D_Numbers.png
i MyRecordsV2 PNG
~5ePLACE_Portal_Guide_to_Request_ cord_Access_25March2020.pptx
E MyRecords.PNG
& stepl Login.PNG
g TransferRecordScreenshots.zip
i 16.PG
15.JPG
i 14.JPG
& 1306
i 120PG
& 11.JPG
& 10JPG
PG
& 8JPG
& 7.PG
@ sJrG
& s.pG
i 4JPG Select the desired file
|| 3.JPG
& 2006 from your computer.
& 1.JPG
= SeakTestingRecordTer_20March10,
@ AgentRequestl etter.pdf

Search Guide_to_Request Rec

File name: ||

w

Your Computer

¥l
vﬁe

Type

Frva

~

Micro
PMG F
PNG F
Micro
PNGF
PNGF
PNG F

icro
PNG F
PMNG F
Comp
IPGFi
PG Fi
JPGFi
IPGFH
IPGFi
IPGFi
PG R
IPGF
IPGFi
PG R
IPGFi
IPGFi
PG R
IPGFi
PG Fi
IPG R
Micro
PDFFi y
>

Cancel

3/25/2020
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Click Continue

File Upload

When uploading file document(s) the maximum file size allowed is 50 MB.
The 'File Name' (including file extension) MUST NOT exceed 75 characters in length

The document 'Description’ MUST NOT exceed 50 characters in length.
Documents that exceed any of these limits will be removed by the system, and cannot be refrieved,

which may delay the review process.
.exe;.dll;.js;.msi;.bat;.vbs;.bin;.sql are dissllowed file types to upload

AgentRequestLetter. pdf 100%

Remove All
Cancel

27



3/25/2020

Select Document Type, Add
Description, Save, and Continue

Attachment

When uploading file document(s) the maximum file size allowed is 50 MB
The 'File Name' (including file extension) MUST NOT exceed 75 characters in length
The document ‘Description' MUST NOT exceed 50 characters in length

Documents that exceed any of these limits will be removed by the system, and cannot be retrieved, which may delay the review process.
.exe;.dll;.js;.msi;.bat;.vbs;.bin;.sql are disallowed file types to upload

Name Type Size Latest Update Action

No records found

" Type: - Remove
Supporting Attachment v <: 1) Select Supporting
Attachment
File:
AgentRequestLetter pdf
100%

Description (Maximum 50 characters) -
Agent Request Let\er{ EntEr a Br'ef

Description
B3 2
ﬁ 3) Click Save to Save Your Work

A 4) Click Continue

Application

Save and resume later

28



Successfully Added Required
Document

Home Successfully Completed

MDAR Applications

The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

MDAR - Request Record Access Application

Request 2 Documents 3 Review 4 Record Submitted

1 3
Information

Step 2:Documents>Page 1 of 1

Please upload a Supporting Attachment (document) that indicates your permission to transfer the records from the existing
account to your account. Agents working on behalf of other companies or registrants, should upload the letter from the
contracting company or registrant giving them permission to conduct registrations on their behalf.

After you have uploaded the document, please click on the “Document Type” drop down menu and select “Supporting
Attachment” from the available types. Enter a brief description of the document. Click on the “Save” button to save your work

and then click on the “Continue Application” button.

3/25/2020
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Continue Application

Attachment

When uploading file document(s) the maximum file size allowed is 50 MB.

The 'File Name' (including file extension) MUST NOT exceed 75 characters in length.

The document '‘Description' MUST NOT exceed 50 characters in length.

Documents that exceed any of these limits will be removed by the system, and cannot be retrieved, which may delay the review process.
.exe;.dll;.js;.msi;.bat;.vbs;.bin;.sql are disallowed file types to upload.

Name Type Size Latest Update Action
AgentRequestLetter.pdf i:gs:::?“ 703.55 KB 03/25/2020 Actions v

3/25/2020
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Review and Certification

Home

MDAR Applications

MDAR - Request Record Access Application

Request 2 Documents 3 Review 4 Record Submitted

' Information

Step 3:Review

e i

Please review all information below. Click the "Edit Application” button to make changes, if needed.

Review and Certification

Edit Application

3/25/2020 31



Certify and Continue Application

Application Submitter

gitﬂiviﬂuz; t @ Telephone #:999-999-9999
even Antunes-Kenyon ; :
Boston, MA, 02114-2141 E-mail:stevenantuneskenyon@gmail.com
United States
| hereby cerify under the penalties of perjury that | have personally examined the information provided and that it is true, o
accurate, and complete. | further acknowledge that the submission of any false information may result in the denial,
suspension, and/or revocation of any product registration, license, cerification, and/or permit issued by the Massachusetts
Department of Agricultural Resources and may result in legal action in accordanee with M .G L. c. 132 B and the laws of the
Commonwealth of Massachusetis.
By checking the box below, | understand and agree that | am electronically signing and filling this application. \G
/] By checking this box, | agree to the above cedification Date: 0372572020

Attest by.cnckmg the .TicI:: Box
and Continue the Application
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Submission and Application to be
Reviewed for Approval by MDAR

Home

MDAR Applications

MDAR - Request Record Access Application

Fequest :
nfomricticii 2 Documents 3 Review 4 Record Issuance

Step 4:Record Issuance

Successfully Completed

Record Access or Transfer

Thank you for using our online services for your submission. App| ication Number —- Now
Your Record Number is 20-TRF-000009-APP. 'C: b A
Show in "My Records

Please note that you will be receiving email notifications for your submission and the progress of your application_If you did not
receive a confirmation email for your submission please contact the HelpDesk service, contact information provided above.

If you need to start 2 new application, please click Home Button.

3/25/2020
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View the Submitted Application in “My
Records”

m L

Dashboard My Records My Account

By navigating back to the "Home" positions and then to "My
Records" we can see the Record Access Application Record is

1" = "
v MDAR In Review" by MDAR
Showing 1-1 of 1| Download resulis | Add to collection
|:| Date Record Number Record Type Category Expiration Date Status Action
MDAR - Reguest MDAR -
|:| 03725/2020 il:;;RF-ﬂl}Dﬂﬂﬂ- Record Access Request Record In Raview
Application Access

2 g G
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MDAR Review and Approval

* The MDAR Pesticide Product Registration
Team will review your Record Access or
Transfer request and supporting
documentation.

* Upon approval you will receive confirmation
via email from eipas@mass.gov and the
requested record will be transferred to your
ePLACE Portal Account.




ePLACE Technical Support

 Need Help? For technical assistance with the
ePLACE website, please call the ePLACE Help Desk
Team at 844-73-ePLAC (844-733-7522), 7:30 AM-
5:00 PM, Monday-Friday (except on holidays)

* You can also
email ePLACE helpdesk@state.ma.us

* For assistance with non-technical questions,
please contact the MDAR Product Registration
Team.




